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OVERVIEW

4
¢ ~

Tﬁe~purpose,of these Getting Down to Business modules is to provide
high school students in vocational classes with an introduction to the
career option of sma¥l business ownership and to the management skills
necessary for successful .operation of a small business. Developed under
contract- to the Office of Vocational and Adult Education, U.S. Department
of Education, the materials are designed to acqualnt a variety of voca-
tional students with entrepreneurship opportunities and to help reduce the

high failure rate of small bu$inesses. . ~

As ‘the students become familiar with the rewards and demards of small
"business ownership, they will be able’ to make more informed decisions
regarding their own interest in this career p0331b111ty. It is hoped
that, as a result of using these materials, some students will enter small
business ownership more prepared for.its challenges. -Others will decide
that entrepreneurship.is not well suited to their abilities and intereste,
and they will pursue other career paths. Both decisions are valid. The’
materials will encourage students to choose what is best for them.

These.Gettlng Down to Business modules are designed to be inserted
into ongoing high school vocat10na1 programs in-the seven vocational dis-
c1p11nes—-Agr1cu1ture, Distributive Education, Occupational Home Econom-
ics, Business: and Offlce, Trades and Industry, Technical, and Health.'

They will serve as a brief supplement to the technical 1nstruction of
vocational courses, which prepare gtudents well for being competent
employees but which generally do not' equip them ‘with skills related to
small ‘business ownership. The modules are self-contained and require a *
minimum of outside training and preparation on the part of instructors.
Needed outside resources include only those types of materials available
to all staodents, such”as telephone directories, newspapers, and city maps.
No special texts or reference materials}are required. For further optional
reading by instructors, additional referepces are listed at the end of the
Teacher Guide.- An annotated Resourge Guide describing especlq}ly valuable
entrepreneurship-related materials I's also available.

The purpose of this module is to give students some idea of what it is.
like foaown and operate a sewing service. Students will have an oppor-
tunity to learn about the kinds of activities and decisions a sewing ser-
vice owner is involved in every day. While the module is net ‘a complete
"how-to'" manual, the individual ‘activities will provide your class with

the chance to practice many of these activities and decisions.
e . -

" Today, owners of small businesses face many problems--some minor, some
not g0 easily taken care of. These problems are reflections of the changes
outrsoc1ety is go&ng through. While this module cannot address itself to
all 9f them, the discussion questlons at the end of each unit are desigrded
to give students an oppbrthnlty to- explore possible solutions.

¥




" covering a more 1n—depth approach to ownlng any small business, The terms

* Time: . Introduction, quiz, summary =1 y

students ab111t1es, you may want to present the case study and text by . " '\Q

<

"

that .are introduced in Module 1-are used in this module with a restatement ,
of their definitions. Also, the forms used are the same, with some minor ‘
changes to fit a sewing service specifically. Module l. provides an intro-

duction to owning a smald business in addition to some skills and activi- o
ties that, dne to their general nature, are not covered in this module.

ALY

w
Yohe - 4 * '

. Content Organization s

. Each ugit.of the module contains the following:, - . . _
! ! . o
1. Divider Page--a list of what the student should be able to do at * .

the end of that unit.
[

2. Case Studz——en account of a business owner in the field. .' y /i:)

3. Text--three to four pages outliﬁing business manhgemeﬁt principles
introduced in the case study but focused more on the student. .

’r

4, Learning Activities--three sebarate sections, including:

a. ‘Individual Activities-<finding information given in the text
N or applying information in the text to new situations.

. \ . . . . . . .
b. Discussion Questions--considering broad issyes introduced ‘in
the text; several different points of view may be jq&gifiable. . -

! c. Group Activity--taking part in a more creative 'and actiord- ) .
oriented activity; some activities may focus on values ‘
clarification. \ ;

. ‘ ) * '\
‘s . *
. L General Notes on Use of the Module . / TN

Instructiona]l Each unit = 1 class period; total class periods = 9

\ Total 1nstruct10na1 t1me = 10 class periode

The case study and text are cefitral to the program -8 content “and are
based on the instructional objectives appearing in the 1ast section of
this Guide. Learning activities are also linked to these objectives. You
will probably not have time, however, to introduce all the learning activi-

ties if each unit. Instead, you w111 want to select those that appear-
most related to course objectives, are most interesting to and appropriate
for your students, and are best suited to your particular classroom set- . -

ting. Certain learning activities may requirereitra classroom time and
may be used as supplementary activitie's if desired.

Before presenting the module to the class, you should review both the
Student and Teacher Guides and formulate your own personal instructiomal
approach. Depending on the nature of  your classroom setting and the

S 7 7 N
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instructional means that do not rely on sPudents' reading--for example,

. _ throigh a’ lecture/question-answer format. /Case studies and certain learn-
4 ing activities may be presented as skits or role-playing situations. .
LYY . s . .
N :
\ T No particular section df the podule is degignated as hgmework, but you
may wish to assign dertair portions 6f the module to be completed out of '
. class. You may want students to read the case study and/text in prepara-

tion for discussion in the next class period, or you may want them td
. review the material at home after the class discussion{ You may also
prefer that student's r®ad the material in class. Sim{larly, individual
! activities may be completed in class or for homework Discussion ques-
tions and group activikies are specially intended for classroom use,
arthough some outside preparation by students may also be needed (for
example, in the case of visiting a small business_and interviewing the
. owner) . ) ./
. f " . ] ' Vo s
Methods that enhance studént interest in the mégéx}al and that empha-
- size student participation should be ‘used as.much as possible. Do not
seek to cover material exhaustively, but view the course as a brief intro-
duction to entrepreneurship skills. Assume that students will qbtain more
job training and business experience before lagpching an entrepreneurial
career,

P
. The quiz may be used as a ?brmal evaluation of student learning or as
a self-assessment tool for students. Answers to learning activities and
the quiz are provided in a later section of this guide. .
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Introduction

Unit 1 - Planning a Sewing Servicé’(l class .period)

. *

SUGGESTED STEPS FOR MODULE'USE \

.(10-15 minutes) R
I. In 1ntroduc1ng thisymodule, you.will probably want to_find out
what students already know about the sewing service bu31ness.
e Ask what kinds of occupations are related to sewing services
) (e.g., sewing operator)? ,

- ) .
e What are the services offered by 'a sewing service (e.g., pro-
. vide custom clothing to customers)?

.
v

II. Discuss small businesses briefly. Over- 90% of a11 bu51nesses in
the Unjted States are small businesses. In this module we will Be
- dealing with very small businesses, meaning a self-employed owner
working alone or with one to four emplaoyees. , Often small busi- .

: )?esses are owned and run by members of a ggmi}y. :

»

III. Discuss the pdrp&ses of the module: » \

B
i «

] To increase .students' awareness of small business ownership as
LY

a career option. ) ’ -
e~ To acquaint students with the skills and personal qualities
sewing service business owners need to succeed.

e To acquaint students witly the 'kind of work small business -
owners do in addition to using their vocational skills. !
» .
e To expose students to the advantages and dlsadvantages of
small business ownership,
' IV. Emphasize that even if students think they lack management apti-
' tudes, some abilities can be developed. If student’s "turn on' to
the idea of small business ownership, thep ean work at acquiring
abilities they don't have. .

Also, students who work-through this module will have gained valuable
insights into how and why business decisions are made. - Even if they later
choose careers as employees, they will be better equipped to help the
business succeed because of their understanding.

Tally Smith is thinking of opening her own sewing

service. She considers her personal characteristics;
. education, and experience and decides to 1nvest1gate
the legal requirements for this business.

t

.

. I. Case Study:

’




v > ) < K -
) TText: Serv1ces, Customers, and Competltxon .
_— .
.. . ~_ Personal Qualities .
How to Compete Well )
Special Service ,
) Special.Business Image . .
Legal Reqiirements . - ' -
II. Reéﬁbnses to Ind{vidual Activities o . .
. : / ) .
s 1. Responses w111 depend on student research " Check, Yellow Pageé
for accuracy of information. T .°
. 2. Students will have checked items that apply to them.
. ’ B

. @ L 4

J . ,
3. Responses will depend on the creativity Jf individual -students.

R

1 . 4. Any name that suggests the sesvices offered is satisfactory.
. . The catchiness is a matter of subjective judgment.

5. - Answers depend on your location.

III. Responses to Discussion Questions

1. Answer might include the concept of ersonallzed service.
Focus on the need/desire fot we11 made ;) unique, and well
. fitted clothing.

‘. N .2. Tally's teéhnical.skills, education, -and experience in the
. garment industry and in sewing for friends and néighbors gives
her an advantage for potent%al success.
s 1 4
3. Discussiom should focus on people's desire for well ,made -
, clothing that fits well.\ Designer outfits that are expensive
to buy in the stores.can be matched by a personal sewing ser-
. vice at a lower-cost. Quality clothing at an affordable cost
. - is the key. e
. ’ (
’ IV. Group Activity ) .
N . o . » ' '
This activity is designed to acquaint students with a real-
. life sewing service owner. The principles in the text regardlngg
the characteristics and respon81b111t1es of a sewing service owner
. . should be relnforced by the students' personal contact with such a

Jperson. v
¢ [}

Sa . . ¢ N

A list of questions for the visiter is provided“ Of course,
you will want to add to the list. This activity could be used at
the very end of the motlule or &t any time when scheduling might be

:. - ° more appropriate, It .will- probably require extra classroom time,
A question-and-answer perlod should be prov1ded. .-
@ - , ‘
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Unit 2 - -Choosing alﬁncation (1 class period)

-

P~

»

i

P Case Study: Ta11y knows ‘where she wants to open her sewing ser-
- - v1ce She has stydied the area and the competition.
Text) Things to Think About'in Decldlng Where to Choose a )
e . Location ‘
, Competition . e o .
R Possible Income - - '
Transportation » . *
} Choosing a Location .
. II. Responses to Individual Activities -
1. a. competition . i : . .
¥y b. possible income ) .
A ¢. transportation : ‘ o
¢ . . i ) \
’ 2. Responses will depend an each Wudent's-research.
. a 3. $18,000
4, Responsés will depend on your locatlon and the 1ncome of your

community.

Any three of the following:

a.
b.
c.
d.

‘e,

-

The number of people who pass by on foot or in cars
The hours crowds are heaviest
Types of businesses nearby
Plans for growth in the area
Public parking spaces

III.

! .

Responses to Discussion Questions

1.

.Responses should be based on the number of exisEing sewing

services (the higher the number, the higher the risk), the
average income in the.community, and the amount of rent that
stiould be paid a monthT The kind of business one could open
in an area depends on the need for a partlcular serv1ce.

Discussion should focus on the availability of public trans-

por:atlon, growth of .the area, public parking §p&hes,.and the
types of nearby businesses.

Discussion on selection should focus on the amount of .competi-
tion in the area, the availability of customer access to the
business, and the amount of rent you want to pay.

. -

Group Activity : . ' N

‘tunity to evaluate the 1
In doing so, they wil

The pufpose of this a t1v1ty is to give students the oppor- -

be applying what they learned in this unit,

-

s

L4

.

ation of real-life sewing service owners.
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Unit 3 - Getting Money to Start (1 class period)

©

[N

Tally makes a list of her starting eXpénses and

I. Case Study:

.~ determines the size of the bank loan she will need.

Then she decides to apply for a business loan.

4
P4

Text: Personal Background Information - (a Résumé)
. Business Description_ s
_ Statement of Financial Need e
‘ Starting Expenses
\ ! .
IT. Responses to Individual Activities

-~ B T T .

I'. Any five of the following:

-

. a. Kind of business and its name . ‘ﬁ?“ X
b. Services you will provide X 4 .
t c.' Location of the business ) ’
d. Your competitors . -
e. Who your customers will, be n .
f. Number of employees you, will heed to hire and your strategy
. for success ,, ' .
e . a ‘
2. $5,000.‘ ’ . .
. . : RN
3. $12,700 : s
L 4 -
4. §$3,000 o -
-} 5. 89,700 ' : g _

6. The costs for bus1ness licenses, 1nsurance,
ties, and phone deposit,

t

3

v

A

ccounting, utili-
%’ | g &

N, <,

}e

L4 Z. - _ .
. . (
o - : .
- STATEMENT OF FFNANCIAL NEED v
N Starting Expenses ) Money on Hand -
Salaries - " $ 2,700 Cash on Hand . $ 35000
Building and Property 900 Gifts or Personal¢Loans L
Repairs and Renovations .1,000 ' Investment by Others
Equipment and Furﬁiture _ 1,000 , . ]
Inventory or Supplies . 1,000 " TOTAL ~ , 3,000,
Advertising 550, . . ’ .
* Other (business licenses, . ' . .
insurance, accounting, ’ uefli- ) . R - ‘ .
ties and phone deposit) 5,550" - .
TOTAL. R $12,700 - = )
. TOTAL STARTING EXPENSES $12,700 -
o TOTAL ‘MONEY ON HAND "3,000 | -~
® . - °  TOTAL LOAN MONEY NEEDED $:9,700 | -
. — Y] > .

12
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/ e - N ' L . . , \\\ ~
/ IIX. Responses to Discussion Questions '\
1. Tally's description has coVered everything about her business “ .
0 except who her customers will be and her strategy for success. X .
- A lender would probably have some questions for Tally and may N .
) . request a more detarled dascrlptlon of her plan. “
o '\
. 2, .a. Personal background information (a résumé)' .o
. 1 , ) <
) "b. More detailed information Qbout-Tally's'curreqt financial N\
‘ . situation (e.g., other mohey she had, debts she owed) -
. . - . ) .
~ L 4
. c. More information about Tally's chances for succegs--what ,
‘ strategies she might use to stand out from the competition ~ 4 h
IV. Group Activity . . :
' 1. William's expenses would probably be more than Tally's since '\\
he has not saved any money and wuld need to purchase e
equipment. His starting expense¥ would probably-‘include all. . ©oe
the same types of expenses that Tally listed. - "
2. William would need to apply for a loan. He would need to R
provide background information, a description of his plans,
) . and a statement of financial need, just as Tally did.
3.. It is always a good idea to save before going into your own
. . business. Saving toward a business can show a lender that you .1
\& . have put & lot of time and effort into planning for your own
< . -
~ business. . s \
. . . » —_—
Unit-4 - Being in Charge (1 class period) B L ; A
=T a, . » - . - ) « - . - *
i I. Case Studz:'/Tally knows how many employees she will need to hire .o
and the type of employee she is looking for. She . )
) , -develops a job description and .a list of interview
> ¢ - questlons. Tally interviews several applicants but ]
w decides tg hire a person who had worked for her in , T
. . the gatment district. . . .
Text: Tasks )/' S _
Selecting Job Applicants : ; - -
Sourtes of Employees
. Personal Interview -
1 Personal References ) ; )
. wE Keeping People Happy
- Good Personal Relations )
- Special Benefits, and Seérvices .
Clearly Stated Policies : - -
o "",:’4‘ . - ) = '\ ’
p 7 *
. 13 ‘ ‘
d ] ) ' * » d *
! f " : i
. . 8 .
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Respouses'to Ind1v1dua1 Activities .

o
3

a. D1scusslng the design and material w1th customers {

b: Measurlng customers for size

Cos Drawing patterns or alterlqg a standard pattern to f1t
. - -

customer 8 measurements ,
d. Sew1pg, fitting, finishing, and pressing a garment. ,

e. Msnaging and supervising your staff- .

L '

Students! might come up with' various answers that are accept—
able, suc¢ch,as -finding employees throught - s
&. frlends and acqualntances

b. emp oyment agencies
cT newspaper advertisemeflts '
d: personal applications.
Fill’out a detailed application"
Provide personal references

Have a personal interview

'

It gan te11 you about the personal ﬁualltles of an appllcant
that are ndt apparent on an appquatlon.

'

Person t¢ person, because‘you can talk to someone who has
worked with the person being congsidered for a job. You can
find out more detailed 1ﬁQorm§tron abeut how a person relates
.to ‘other people and perﬁorms in an actual work-situation. -

" Good personal rela&;ons '
b. Special benefits’ pnd services
c. Clearly stated policies

Responses 'to Discussion Questipns - . ,
< — * . .

‘

B

D1scuss10n should focus on the need for dependability in an

¢ employee, You' would.probably Have to use your own judgment
aboutkhlrlhg‘the'person. If he or she is con!tantly late and
has poor attendance, it will not be very profitable in the

‘long'run to consider hirlng this person,

Her additional income could cover the

.].o

.

Hice more pe‘onne 1.
" cost. , :

<

b <
Discussion should focus on the time and cost/to an owner *° ¢
1nvblved in p1r1ng 1nexper1enced help, espec1a11y when a =~ - &
partrcular sk111 is necessary.

‘»

-~

,

Grdyp Activity | )
. e . '
**" The ﬁurpose of this role-playing activity is to allow students
to practlce interviewing and personnel management skills at an
elementary level, A simple s1tuat10n is the basis for the role-
playing activity. ‘The expected outcome of the activity is that

N
°
.
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students wrfi'ﬁ;i; a clearer understanding of what is in}olved in
. these “belng in charge" skills and of what it feels like to be the

petson in'charge and/or a job appllcant in possible ‘true-to-life
“gituations.’ oo . . .

The activity can be done in small or large groups. Have
students volunteer to role play, but make sure, that everyone
ultimately has a turn. After each role-play 31tuat10n, ask each
student- how he or she felt in that role, and ask for alternative '
approaches. -

.

.

- Organlzlng the-HWork (1 class Qerlod)

. "

¢

Case Study: ‘Tally's business 'is doing weéll. To" get everything
. - done, she has to keep track of work orders and
“ develop a schedule fdr each day. >
‘Text:'d Organlzlng the Work
Supplies .
5oing the Work -
+ ° Checking thg\Work .
L4 ‘ ‘
Responges to Individual Activities

v

1. & 2. ' A

2

. WORK ORDER _
Naqe and addres§ , .. Date - Dec. 13

-
-

- . 7 ' ° ~
Kim §ilkins . " Due Date  Dec. 18
5372 Victoria Road ’
Los Angeles . . Phone Number 293-862%

7 0

Type of Garment 'Evening Dress . ‘ . i

.«

g

* s
- .

Measurements
size 10" ° hips__ 34 . neck to waist__ 17

- bust/chest 34 arm length _ 18

waist 24 : deg length - 35

Person | ; o ‘ Time
Doing Work Descriptiom of Work, Started Completed

Tally Cutting ' . 8:00 9:00 "

Jean . Stitching - 9:30 10:30

Jean Stitching dress and 9:30 12:00

making 24 buttonholes . A\

Tally -Fitting 1:00 2:00 !

Tally . Finish . 10:Q0 12:00#




III.

- g\‘.\\‘ z
4 ~ -
3. a. It helps keep track of the jobs that need to be done.
b, It helps plan a work schedule.
c. It helps you keep up~-to-date on what you have déne and
what you need to do. . . :
Responses to Discussioanuestions . ¢ .

1. fﬁélly is concerned about the quality.of her york. She knows

‘that
her-

usua
1n a

The-

the success of>her busipess will depend on the quality of
skills in turning ou perféct garment each time., People
11y choose a sewing serv1ce for proper fit and perfection
garment . .

. ~

success Qf a sewing service depends on personaly. efficient

servite. Reggie couldn’'t possibly hope to tailor his custo-

mers'’

clothes without an accurate record*of their measurgments.

Customers will soon grow impatient with delays in having their

clot
thel

All
Some

hes ready and with having to come in a second time to have
r measurements taken. .
garments may not take the same length of time to complete.
may require much more time because of detailed work.

Problems might also arise from customers rearranging a fitting

date
sche

" that -

. This could delay -a garment's due date and throw Tally' s
dule off_completely.: Students might have other answers )
are appropriate. ‘'~
&

Group Activity : . - .

The

R f

purpose of-this activity is to improve students' knowledge

of real business operations in your area. The purpose is not )
mastering the usé of each form. It is merely an introduction to
the importance of keeping go6d records of all kinds. \

Unit 6 - Setting Prices (1l class period)

N .

I,

II.

Case Study: Tally decides on the ‘prices she will charge for her

Text:

i)

. [ 4
Responses to Individual Questions ~

work. She knows from‘her experience in the garment
1ndustry that the markup for custom-made clothjng is "
about twice the cost of supplies.

Cost, Expenses, and Profit , . -

Shpply'agdopgmhnd

1.

a. -

5.

e,

Retail price = §55 . R
Cost of goods sold = $25 PN
Gross profi: = $60, or 507% of the total price

~

@



. - \\ . ¢ ¢
v 2. It is the amount of markup you add to.the cost of a garment to :
. detern;lne the retail pr1ce. check .students’ examples for <.
. accuracy. . -
;\ .

3a1?¥otal price = $60

5. . Net profit = $1D

fpo . Gross profit = $30 ,
Operattng expenses = $20 ‘

U III. Responses to Discussion Questions

s 1.. D1scuss1on should focus on an increase in the folléwing: rent
/ and malntenance, salaries, advertising and promotion, utili- .
t1es, insurance fees, payment on loan debt.

@ .
¢

2. A-new business can charge less than its competition to wttract
~ customers. However, it must be able-to meet its expenses.

- e Thére 1s no value in attracting customers with low prices if
. you can't keep your business running. If you can start off
with "low 1ntroductory prices”" and raise prices ‘after a few
months, that might_ be a good business idea.
L}
- IV._ Group Activity ) )
. - )
C The purpose of this activity is to expose students to a dif- 9
ferent methods of pricing. Student3 should be encouraged not' to
* ask questions about profit unless the business owner volunteers.
¢ "Not everyong wants to give out this information. ‘. .
T . B . . ‘
Unit 7 - Advetﬁisiﬂg ané‘Selling (1 class period) f ! o -
I. (Case.Study: ‘Tally decided 'to have an open house for the grand .
- . openlng of her new business. She also used direct )
y mail and other forms of advertising.
3 . .
) : ‘ 33 ) .
L Text: Choosing Advertising Media £ . o -
o - Yellow Pages :
. . * \ Newspaper Ads ) .
3 v Direct Mail ' - X .
h . Referrals o _ }‘P‘
\\ ; , " Qualities of a Good Ad .
'z 3 II..Responses to Individual Actjvities
M . "l. a. Choose the best medium to get your message across to.your .
. % customers. ) ‘ ‘.
o ’ b. Learn about the qualities of good advertising. _ ’
g ¢ R ) a Iv's
) . 2. Any three of the following:
. a. Yellow Pages
- > ... b, Newspaper ads .+ . ... . e e T
N T c. Direct mail . .
o - d. Referrals :
o, . . b , 1\:’ 1 7 . -
. a . — -
I \ - . 12 . -
“eed, . ‘ (7S ’
- . . ¢ 4& .




-~
» 3. Direct mail ° . ’ © e
‘ 4. Word-of-mouth - Ty -

5. The ad should 1nc1ude b831c descriptive 1nformatlon about” the
K business in addition to the.days Tally‘w111 be open (Tuesday

Ad" for accuracy of content. oo

- . = [N
) III. Responses to DisduSsion Questions AR LS
~ 4
»

1. Discussion should focus on the cost of ads.- Ads are usually
: based on columi inches,; with the ‘highest rates for metropoli-
tan dailies and the lowest for weeklies. Since Debotrah has
. only a limited amount to spend for advertlslng, the weekly
- %
. rate would probably be her best gelection.

N

-

2. Discussion should focus on the advantages of direct mail as a
personalized form of advertising. It is usually directed
toward a special group of people (a special target group).
Since Monica wanted to cater to senior citizens, direct mail
would probably have been a better choice of advertising.

- Y

IV. Group Activity

s
) »
The purpose of ‘this activity is to expose students to d1fo
' ent types of ads and to help them see the characteristics and t
advantages of each! » ' ‘

- 4

Unit 8 - Keeping Financial: Records (1 Flasseperiod)

* I. Case Study: Flnanci‘;l records are the basic records of @y busi-
‘ c e : ness.
) dally cash sheet. : ' .
i Text: ,(Cash Sales ' .:
Customer Account Form

b Daily Cash Sheet

"

e

[¥g

serle . L

T s .
: P L] ’ . — il

. - through Saturday) Check the text under "Qualltles of a Good”

ally uses two: a customer account form and a




-

IY. Responses to Individual Activities
. i i SALES SLIP
"Date - October 10
! Customer Lisa Monroe {
‘ DESCRIPTION OF SALE _PRICE |
Jumpsuit L 851 00
Three-Piece ‘Suit \| 200} 00
) ' ' \
~ Q'
. 7 \ M .
Cash Subtotal 2851 00
Check [:] " Sales Tax 17410
) TOTAL 302 | 10 {,
2. - ; '
1 —
TALLY'S (}ARAGE
. »/
Customer. Account Form ,
E
.
.| Customer: Sue’ Lee Garment Due Date: October 1
) ' -Amount Payment Balance
Date Description of Sale Charged Received Due
September 3 Debutante Dress $300 $100 $200
. . L

-~

- ‘

*Q% 3. * The daily cash sheet is a way 6f recording the cash saleé
¢ each day., It algo lets the owner know how much meney h
she has taken in and paid out each day These records'dre ,
. used- to find out what your proflts and losses are at the end -

of each year,

» The daily cash sheet includes the following information:
. _ Cash receipts include:
' \ a. cash sales
b. .rcredit accounts

19




< »  Cash payments’ include: . {
a. | salaries
o . b, building expenses
v c. gequipment and furniture
) d. Jnventory and supplies
, T e, advertising
. f£.7 other
4. .
" ' DAILY CASH SHEET »
Cash Receipts . J Cash Payments
. - : 3 '
Cash Sales $ .300 . G:\ Saléries \\Q
Credit Sales Building Expenses 41,23
. Equipment and Furniture .
Inventory or Supplies 55.37
Advértising ° . 10.00
, Other
TOTAL CASH RECEIPTS §_ 300 TOTAL CASH PAYMENTS $_106.60
. N
o

¥

ITII. Responses to Discussion Questions ,

. 1. Discussion should' inctude items suph as:
"o forms from suppllers and services such as a printer for
cards you may give to customers
® checks and check stubs
e income tax and other government forms L s
. e ‘time cards fer employees

2. Both businesses are very similar. However, the forms of an
. apparel store would probably include credit card forms and

. receipts to keep track of credit sales since it would probably
accept major crefit cards.

3. Discussion should be directed to include at least the fol-
: lowing points: ’ ¢

¢ The need to know how the business is doing for Gurrent and
future plannlng purposes (1nc1ud1ng decisions on pricing,
serv1ces, profits).

" o The need for accurate records for accounting and tax pur-
poses and for banking (e.g., for establishing a line of -
credit agd obtaining loans).

¢

IV. Group Activity | . P
, . 1

Lo
R The purpose of this activity is to expose students to differ-
ent types of f1nanc1al recordkeeping forms and to help them see
the 31m1lar1t1es and differeneces, if any, in their format.

|

”
b




|
|
i - KY

»n

\‘ : A.@
- ‘ o h '
JI.' Case Study: The business has been operating for over, a year. ‘ ‘ ’
. ;' Tally takes a look at its performance and plans .

.- changes “to make it more profitable.

. N ?

Unit 9 - Keeping Your Business Successful (1 class peribd) " -
|
|
|

Text: Keeping Track of Profits . . . ,
,SProfit/Loss Statement . o
! +  Improving Profits . T .
Changing Your Business to Increase Sales - |
= II. Responses to Individual Activities* - |
. "1, Net profit = $13,000 ~ . ‘ |
) Profit ratio = 43% . |
: Expense ratio = 7% -~ o . = E
. _ s ' ¢ . .
. .- 2. Gross’'profit is the amount of mopey léft oVer from, the retail
T sales p}ice\?fter you pay thée wholesale costs for supplies.
Net profit refers to the money left over.from the gross profit ‘ 7
. after all the operating expenses of the'business have been |
paid, -7 e ) |
- ’
3. a.. Increase sales . . i
N Y. b. Raise.prices : N Co- ’ |
! , c. Reduce expenses ' * ' §
- ) ) - |
* . II1. Responses to Discussion Questions . ! ) .
. v
N ’ &
1. Tally enjoyed her business and wanted it to succeed. Even ¢
though shé had a profit, she wasesjustified in her concern -~
about the fluctuation if business from month to month. |
~ i
. . . 1 |
2. Responses .are many and will depend on the creativity of the
" students, Discussién could focus on adding new items to
) -* Tally's present line of mercgandise-—e.g., jewelgy, shoes,
“ .. cosmetics, handmade gqilts, and dolls. - o ) .
‘ . . N IR .
. 3. Discussion could'include’:reduced demand for services; infla-
- ’ . . " tion or cost of living increases;-and changes in community ,
' . income or in the location of businesses. . N .
« P ES - -
- T . IV. Group Activity - ‘ Ty ) ) <. A
| ! The purpose of this activity is to review some-of the major
* points discussed in this module with respect to planping and
operating a successful sewing service. This exercise wiil help
students integraté mapy of the facts, procedures, and problems
encountered in operating a sewing service and review their own .
personal interest in the sewing service business. =~ K
% . B ) ) * ) v ”
‘ Jhe content outline of, this module will be useful in develop- .
ing the list of activities that students will then raté. At the . ’
, ; <i} Y ' B .
Co 16 21 -
Q o ' ‘ ..
- EMC “.'. . ./ ~ o v
-, i, . ) e .

<




[ ' conclus;on of the exerclse you fnay wig lead a class discussion
. ‘ to see whether students feelmgs about ning and operating a
sewing service have changed ag a result.of reading the module. 6>(//

. : ' Ca .

- . N ) A - , A ) )
Summary (15-3@ minutes) e : s e T \
If desired, the Quiz may be given prlor.to summarizing the module and
’ doing wrap-up act1v1t1es. A4 > , /
The Summary sectlon of the Student Guide covefs the main’ points of the -

module. You may wish to dlscuss this bglefly*ln clqis to remind students
of major module topics. K . gee
- . s .
Remind students that their participation in this module was intended

as an awareness act1v1ty so th&y could consider entrepreneurshlp as* a

career option. Their introduction to the skills required for successful
v small business management has been br1ef They should not feel that they

are¢ now ?repared to go out, obtain a loan; and begin .their own business.
- More training and experience are -mnecessary. You gan suggést at least
these ways of obtaining that experience: one way is to work in the busi-
ness area in which they would eventually want to have their own venture; “
another is to go to school (community colleges are starting to offer AA .
. idegrees in entrepreneurship).-

3 R il ]. . ” - - s
. + This is a good time to get feedback from the students.as to how they
P " would rate their experlence with the mOdule. Could they identify with the.
‘ characters portrayed in the case studies? ,How do they feel about the
learning activities?‘ﬁ i . N
* - - L 4
You may want to use a wrap—up activity' 1f you have already given the
,» you can go qver the correct answérs‘to reinforce learning. Or you
QId ask class members to talk about what: tbey think about ownlng a smal} o

bus1ness and whether they will follow 'this optlon any further.

. - v "N
B E
0, .- \

Quiz (30 minutes) ! ) .
P . ' .
The quiz may be used as an assessmenf® instrument or as an optional
study tool for students. IX you wish to, use the’quiz for study ,purposes,

L duplicate and distribute theManswer.key 4o students. In this case, . )
j? student achievement may be assessed "by.evaluating the quality of studehts'

' participation in module activities. . . : :
. . - . . . ‘.
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1. Awy three of the following:

a.* enjoy 'sewing .

b. be able to work under pressure ’ .
c. work long and hard hours

d. have good business sense . .
e. have creative talent

a. provide beverages while customers are waitifg

b. provide a comfortable dressing area )

c. call customers periodically just to see how they are
. . %

3. a. .seller's permit : : -

" b. business license

4, f * ~
5.¢ '
K]
6. b .S . X
7. $11,300 R
8. a ) ! / N
9. -c ‘—
10. Any three of the following: .
a. friends and''acquaintantes -
b. employment agencies - .o .ooN
" e. newspaper advertisements
d. personal applications
11. a. employment record ya s

‘b.  kind of employee the applicant was !
¢ how well he’or she gets along with“others
\ c, -
12, a. organizing the work
b. doing the work
c. checking the.york

13, a .
¥. Any three of the following: :
a. -Yellow Pages ¥ -
b. Newspaper ads /
. ¢. Direct nhil - .

d. Referrals

18

. ) ' / Quiz Answer Key . 2
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.ERIC

o A ruiText provided by Eric
L)
Y B

15.

16.

17.

18.

19,

20.

Any
a.
b.
c.
d.
e,

a

Net

three of the following:
customer's name

price

address

description of the garment

whe ther the purchase was made by cash or check

«

profit: $13,000

Profit ratio: 29%
Expense ratio: 22%

d

a.
b.
c.

increase sales
raise prices
reduce expenses

chahge your merchandise

/

i 2

improve the quality of your service’
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SUGGESTED READINGS . N
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. - .

) ~
- Holt, N., Shuchat, J., & Regal, M. L. Small business management and -

ownership. Belmont, MA: . CRC Education and Human Development, Inc.,

\\,‘ . 1979, : .

~Jeanneau, J. A, ‘Small business management: Instructor's manual (4 vols.J.
: Pripce Albert, Saskatchewan: Department of Manpower & Immigrgtion,
Training Research and Development Stationm; 1973,

National Business Education Association. Business ownership curriculum

prgject for the prevocational and exploratory level (grades 7-9): ﬁ‘ .
Final report. Reston, VA: Author, 1974, e ‘

Nelson, R. E.) Leach; J. A., '& Scanlan, T. J. Owning and operating a small
business: Strategies for :teaching small business ownership and manage-
ment. Urbana, IL: University of Illinois, Bepartment of Vocational/ -
Techpical Education, Division of Busineg3~Educaiion, 1976. ‘

' ~

A ' % .
Rowe, K. L., & Hutt, R. W. Preparing for entrepreneurship. Tempe, AZ:
Arizona State University, College of Business Administration, 1979.
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GOALS AND OBJECTIVES

2

'

2

TN

. - Bodal 1: To heip you.plan your sewing sgrvice.
A n. . ’ 3 ) N
‘ . Objective 1: Bescribe~the services, customers, and

gty

£

FICAEN

‘ Goal 2:

Coal 3:

N

< competition of a sewing service. .

ObJect1ve %

LlSt three special persoﬁ\i qualities

a sewing serv1ce owner needs,

Objective 3:.

~

List"twé ways to help your sewing

service campete successfully. .

ObJect1ve 4:

. List one or nore spec1a1 legal

requ1rements for runn1ng a successful sewing

'

4
To help you choosg%a location for your sew1ng

service.
’

Objective 1:

serv1ce«

"

-

w

W

PR

Llst three things .to think about -

deciding where to 10i~9e your’ sewing service.

Oblectlve 2:

_To help you plan how to get money to start, your

sew1ng serv1ce.

ObJectlve 1:
. sewing service, -

.

.

»

w

~

-

5
.

" Pick the best location for a sew1ng*
service from three choices.

Write a busmess @escrlptlon for your

Objective 2: * Fill out'm form sﬁowigg é%: much’,
Jhoney you need to borrow to start your sewing

- w service. .
' “i " * B N RS ’
L .

.

.

-




. . ¥
kA N

’ Goal 4: To help you select and manage the people with whom
~ <» you work,

e

-
< _ - .

. .+« Objective l:- Given the general tasks‘of a sewing

N . ) N Service owner ani'an employee, decide how to .
’ divide the work, *

.

g P Objective 2: Select from a list of applicants those
acceptable for your business. -
e, Objective 3: Lisﬁ three ways»to keep employees
‘happy.

*

-

° help yod organlze the work of your sewing
service, o

’

s »

Objective 1: Fill out férms showing work orders.
f“/‘

. Objective 2: Write a work schedule for yourself
or an~employee.

. .
[ Y » s ‘ :

-

Lk

e

.

.
. . o

Goal 6: To help you decide how-to" set prices for your
sewing service.

, Objective 1: Set an appropriate price for a .

garment., - ‘ o . .

y' . . ’ ~‘_

’ €oal 7: To help you sell and advertise your sewing service.

- . T

: . R
. ’ bjective l: Choose the best way to advertise your
' sewing service for a specific purpose. ~. ' ik

-Objective 2:, Dewélop a printed ad for your sewing
service for the Yellow Pages or a newspaper.

- w» \
. ® - -

- ‘ Al

. »
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Goal 8:

To help you learn how to keep financial records for
ousBewing service. >
y r—’): ing
e F \.
Objective 1: _Given information about the services
‘pérformed for a customer, fill out a customer

[}

. account

s

Objective 2: Given information about income and
expenses on a single day’, fill out a daily cash

sheet.

-

. A »

To help you learn how to stay successful.
vy ? * 4

Objective 1: Given some information‘about a busi~-
 *ness' income and expenses, figure out the net
profit (before taxes), profit ratio, and' expense
ratio. ) - -

orm. )

-

Objective 2:

way to'increase profits.
3

)

Given a decline in profits, ‘dtate one - )

$

»

-

.Objective 3. Given a specifié problem of low sales,’
suggest a way to change your_business to

incredse sales. .
e e N [ 4 {
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